
Announcement No.
CNFJ-N01FH-005-07

:
Closing Date

28 Feb 07 VACANCY ANNOUNCEMENT 
:

Date of Issue
15 Feb 07 

1.  Job title  (  Grade    4   LAD  1    )   
                          Tool Crib Attendant, #2286

Acceptable trainee level: 
                                    

  Administrative     Blue Collar Trade    Security              Medical

No. of 
Recruitment 

                  

1

4. Area of Consideration
MLC/IHA

Current MLC/IHA Employee within Activity 
MLC/IHA ( )

Current MLC/IHA Employee in commuting distance 
MLC/IHA ( )

Current MLC/IHA Employee Japan Wide
Off Base Applicant2. Activity

Commander U.S. Naval Forces Japan 
Regional Housing Department 
Yokosuka Housing Welcome Center 
Ikego Housing Branch 

Working Place: Ikego Housing Area, Zushi
3. Work Schedule (    40    hrww )

 Work Days:  Monday - Friday 
  Work Hours/Recess Period:  0800-1645 /1200-1245 

 Night Shift       Overtime         Business Travel

5.  Type of Employment 
  MLC 
  IHA                                      HPT 

 Permanent   
 Limited Term (     Months )

6.  Duties 
                                                            See attached task list. 

7. Qualification/Physical Requirements 
a.  Knowledge of customer service concepts and practices. 
d.  Skill to make minor repairs on tools and equipment with hand tools. 
b.  Ability to demonstrate how to use tools, materials, and equipment to perform minor maintenance and repair on housing units.
c.  Ability to perform inventories of tools, materials, and equipment; track all items; and maintain records by using a computer.
f.  Ability to speak, read and write English at elementary proficiency level (LAD-1).  
g.  Must have GOJ ordinary driver’s license. 

Handicapped applicants may be accepted, depending on the degree and kind of disability.   
English Language Proficiency None Basic Intermediate Advanced            

                                                                                                                                                                                 Exceptional
Educational Background N/A License/Certificate Required 7/8 See blocks 7 & 8

8.  Application and Associated Documents Working 
Condition 

*  Application for Vacancy Announcement   
*  Resume of Specialized Work Experience   
* Complete  in Japanese    English   Either

 Copy of Driver's License
 Copy of Certificate 

 Certificate of English Proficiency (Copy)
 80  (12cm x 23.5cm)

12cm x 23.5cm Envelope with Applicant’s Zip Code, Address, Name and a 80 yen stamp (MPS is unacceptable.) 
/  For  non-Japanese citizen 

applicant, copy of Alien Registration and Passport/Visa Copy 



9. Office to Submit 

MLC/IHA     
/ HRO

Office to submit is different for Current MLC/IHA 
Employees versus Off Base Applicants. Please ensure to submit required application documents to the right office.  
Applications must be received by the closing date of the Vacancy Announcement.  (Application Drop Box under the 
HRO Gate Office counter is accessible from 0600 to 0100 at night.): 

MLC/IHA
  When item #4, “Area or Consideration” above shows “Current MLC/IHA employees” only, 

Off Base applicants will be rated ineligible. 

MLC/IHA   Current MLC/IHA Employees must submit to: 
1 banchi Tomari-cho, Yokosuka, Box 22 

 (N132)                          COMNAVFJORJAPAN, Human Resources Office (HRO) Yokosuka 
/Extension   243-8152    JN Employment Division (N132) 

   Off  Base Applicants must submit to: 
238-0011 Murase-Bldg. 4F, 1-6 Yonegahama-dori, Yokosuka 

( )  (LMO/IAA)       Yokosuka Branch of LMO/IAA 
                                                                                       Management Section 

Phone 046-828-6959 
0830-1730  ( )    Operating Hours:  Mon-Fri, 0830-1730 (Closed on Japanese 

Holidays)    * Please contact LMO/IAA for questions on conditions of 
employment. 

10.  For Official Use 

   Activity POC : CNFJ Regional Housing, Yokosuka Housing Welcome Center, Katherine Flanigan                          
 (DSN) 243-8803/9037 or 046-816-8803/9037       

PD No.: CNFJ-165Y-003 PD is accurate and current.   Certified by Activity: KEF HRO:  kw 2/13 yk 
2/13 

Incomplete applications will not be considered. 
  Submitted applications will not be returned. 

Rev: 2-12-07 



TOOL CRIB ATTENDANT 
 

Customer Service: (50%) 
 Receives requests from housing occupants via telephone and walk-in for tools, 
equipment and materials.  Provides information and demonstrations to occupants on 
“how to” accomplish minor maintenance and repair items and on the safe use of materials, 
tools and equipment.  Based on past usage, determines quantities of materials, parts, tools, 
equipment, plants, etc. that are required to meet the needs of the housing occupants.  
Reviews issue slips daily to ensure tools and equipment are returned on time and 
available for the next occupant. 
 
Procurement and Inventories: (25%) 
 Performs inventory on all material, tools and equipment on a daily basis to ensure 
accountability.  Some lawn maintenance tools are stored in sheds throughout the housing 
area.  An ordinary driver’s license is required.  Prepares required documents to procure 
materials, tools, and equipment needed to support the housing self-help center.  Modifies, 
rearranges and updates the warehouse area to accommodate changing requirements.  
Ensures that heavily used items are easily accessible.  Uses computer for the tracking of 
all materials, tools and equipment assigned to the self-help center. 
 
Maintenance and Repair: (20%) 
 Inspects all tools and equipment when returned to verify condition.  Cost 
estimates are prepared for tools and equipment damaged by occupants.  Occupants are 
advised on reimbursable procedures and their rights and obligations for corrective actions.  
Tools and equipment are cleaned, oiled and serviced.  Minor defects, including blade 
sharpening, are repaired immediately to ensure operational readiness for the next 
occupant. 
 
Other duties as assigned: (5%) 
 Performs other related or incidental duties. 
 
 


